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SECTION C.6  ADMINISTRATIVE OPERATIONS

C.6.1  INTRODUCTION

The Service Provider shall provide all personnel and material resources, other than that
identified as Government furnished, necessary to support the Administrative Operations
(AO) responsibilities for NSWCCD SSES as specified herein.  The Service Provider shall
support the AO and Command Staff by providing:

? Division Directives/Records/Forms Management

? AO Newsletter

? Telephone Directory

? Customer Service

C.6.2  GENERAL INFORMATION AND REQUIREMENTS

C.6.2.1  MISSION STATEMENT

The NSWCCD SSES Administrative Operations mission is to provide administrative
and management services to NSWCCD SSES and the Division, as well as to tenant
activities for all aspects of office resources. This includes non-ADP information
resources including records management, directives (Division and Station), forms
(Division and Station) and distribution of official correspondence.

C.6.2.2  BACKGROUND

The AO at NSWCCD SSES consists of two branches, Command Administrative
Operations and Mail Possessing Center (MPC).  The MPC branch is currently run by a
contractor and is independent from the Command Administrative Operations, therefore
the MPC tasks are not required in this PWS.  Both branches report to the AO Officer
(Designated Government Representative for this function).  The Command AO at
NSWCCD SSES performs Directives/Records/Forms Management for the entire
Division, including the Headquarters in West Bethesda, MD.
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C.6.2.3  SERVICE PROVIDER RESPONSIBILITIES

The Service Provider shall provide services to NSWCCD SSES for all aspects of AO
including directives, records and forms management (for entire Division) and in
accordance with Attachment C.6-1. - Directives, Publications and Regulations.

C.6.2.3.1  Interactions

The Service Provider shall interact with a variety of customers at the Philadelphia
Naval Business Center (PNBC), including the Mail Operations contractor.  The most
common customers include departments of NSWCCD SSES at the PNBC.  Due to the
nature of the work, the Service Provider shall be prepared to assist other NSWCCD
Sites/Detachments, NAVSEA, DON, DOD and other government organizations as
requested by the Designated Government Representative.  Interaction between the AO
at NSWCCD SSES and NSWCCD Headquarters is frequent.  When necessary, the
Service Provider shall coordinate with the AO at NSWCCD to fulfill the requirements
described herein.

C.6.2.4  HOURS OF OPERATION

C.6.2.4.1  Normal Work Hours

The NSWCCD SSES AO operates on a Monday through Friday, 0730 to 1600 normal
hour schedule, excluding Federal holidays.  Normal Service Provider work hours shall
ensure full coverage of NSWCCD SSES Core Hours, with earlier starting or later
ending times to be used to accommodate lunch periods and to compliment the
schedules of the various functional customers to maximize service.  The Service
Provider shall coordinate the actual operating hours of each functional area with the
Designated Government Representative and the customer departments.  Once the
various operating hours are established, the Service Provider shall not change the
established work hours without the Designated Government Representative’s approval.

C.6.2.4.2  Work Hour Changes

The Designated Government Representative retains the right to change regular work
hours.  When directed by the Designated Government Representative, the Service
Provider shall perform work outside of normal work hours to support operations, to
avoid disruption of Government work areas or personnel and perform emergency work
that shall continue without interruption until the emergency is corrected.

C.6.2.5   WORK SITE LOCATIONS / SUPPORT

C.6.2.5.1  Work Site Locations

The Service Provider shall provide on-site AO support at NSWCCD SSES.  The site
office is located in Building 4.

C.6.2.5.2  Site Support

A list of customers and their respective locations can be found in Attachment C.6-2. -
Customers/Tenants Supported.  See Section C.1 for a list of NSWCCD Sites.
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C.6.2.6  GOVERNMENT FURNISHED PROPERTY AND SERVICES

C.6.2.6.1  General

The Government will furnish or make available to the Service Provider for use in the
performance of the AO, the equipment, materials and supplies required to fulfill the
tasks described in this PWS.  Specific requirements regarding Government Furnished
Property and Services are delineated in Section C.3 Government Furnished Facilities,
Equipment, Materials and Supplies and Services.

C.6.2.6.2  Government Furnished Equipment

The Government will furnish the equipment listed in Attachment C.6-3. - Government
Furnished Equipment for carrying out the requirements of this section.  Some GFE is
shared with the Government and the Government will maintain shared equipment.

C.6.2.6.3  Government Furnished Materials and Supplies

Pursuant to Section C.3.7, the Government will furnish the materials and supplies
needed to complete the tasks stated herein.

C.6.2.7  WORKLOAD

Workload for the tasks described throughout Section 6 of this PWS are provided in
Attachment C.6-4. - Projected Workload and amplified within the text of this PWS.

C.6.1.1  PERFORMANCE REQUIREMENTS

The Service Provider shall meet the Performance Requirements contained in
Attachment C.6-5. - Performance Requirements Summary.

C.6.2.8  REQUIRED REPORTS

The Service Provider shall submit all of the deliverables and reports listed in
Attachment C.6-7. - Reports and Submittals.

C.6.1.2  DIRECTIVES , PUBLICATIONS, AND FORMS

The Government will provide all publications and forms listed in Attachment C.6-1. -
Directives, Publications and Regulations at the start of the Contract.  Any task set forth
in any such reference which calls for the exercise of discretionary Government
authority that cannot be delegated shall be subject to the final approval of the
Government official having such authority.  All publications and forms will be the most
current issue.  See Section C.14 for additional details regarding publications and
directives.

C.6.3  DEFINITIONS, ABBREVIATIONS AND ACRONYMS

Definitions, abbreviations and acronyms relevant to the AO functions described herein
are provided in Attachment C.6-8. - Definitions, Abbreviations and Acronyms.  For all
general definitions, abbreviations and acronyms, refer to Section C.2 of this PWS.

C.6.4  PERSONNEL REQUIREMENTS

C.6.4.1  GENERAL

The Service Provider shall provide qualified personnel with appropriate education,
training and relevant experience in Administrative Operations to perform the tasks
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herein.  The Service Provider shall provide sufficient staffing to meet regular workload
shifts as well as surges at NSWCCD SSES.  The Service Provider’s personnel shall be
required to communicate and coordinate with various levels of Naval and Civilian
personnel to properly perform the functions as described in this PWS. The Service
Provider shall have familiarity with Navy and general military terminology.

C.6.4.2  ON-SITE SUPERVISOR

The Service Provider shall provide on-site supervision for the AO functions described
herein.  The Service Provider supervisor shall have a minimum of four (4) years of
experience in AO programs, functions and resources, specifically directives and
records management.  The Service Provider shall schedule, plan, coordinate and direct
work performed in the AO in conjunction with the Designated Government
Representative.

C.6.4.3  KEY PERSONNEL

The Service Provider shall provide personnel with a thorough knowledge and
understanding of the functions, processes and principles of AO that enable the
development, comprehension and improvement of the effectiveness of NSWCCD
SSES work methods and procedures.  At a minimum, the Service Provider shall have:

? Analytical ability sufficient to conduct comparative studies aimed at
determining the applicability of higher level directives to current NSWCCD
and NSWCCD SSES work methods and procedures.

? At least 3 years of analyzing, developing, and drafting directives, forms, and
reports management and their interplay in the management process and
experience utilizing computer applications, specifically Microsoft Windows 98,
Office 97, Microsoft Outlook Express and HTML, as well as Internet
navigational skills.

C.6.4.4  SECURITY CLEARANCE REQUIREMENTS

The Service Provider shall ensure that all AO personnel obtain a clearance to the
SECRET level.  The Service Provider will analyze higher level (i.e., NAVSEA, OPNAV,
and SECNAV) directives for application to Station and Division technical and
administrative directives.  On occasion, there will be a requirement for access to
classified information when researching/retrieving such information from higher level
classified documents.

See Section C.1.3.4 for general security information.

C.6.5  SPECIFIC TASKS

C.6.5.1  DIRECTIVES / RECORDS / FORMS MANAGEMENT

C.6.5.1.1  General

The Service Provider shall perform analytical studies and advisory functions in the
areas of directives, records and forms management in accordance with SECNAVINST
5213, 5215 and NAVSSES 5215.2B series.  The work requires the analysis and
development of modified methods and procedures necessary to accomplish efficient
and effective directives, reports and forms management programs for the clerical,
administrative and technical aspects of Division Operations.
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C.6.5.1.2  Directives Program Management

Directive and report policies or policy changes can be received from, but are not limited
to, OPNAV, SECNAV, and NAVSEA.  The Service Provider shall assure all policies
described in local directives, records and forms management reflect the most recent
policy changes promulgated by higher authorities.

C.6.5.1.2.1  Program Evaluation

The Service Provider shall continually evaluate and assess the NSWCCD Directives
Program and develop new or modified procedures and systems to ensure the
Program’s efficiency and effectiveness in meeting Division needs for accurate and
updated directives.

C.6.5.1.2.2  Analysis

The Service Provider shall analyze all new higher-level (i.e. NAVSEA, OPNAV,
SECNAV) directives for application to Division technical, administrative and clerical
operations and determine the needs for preparation, revision or elimination of local
directives.  The Service Provider shall provide technical direction for the customer
for drafting of Division specific directives interpretations.  The Service Provider shall
recommend such changes as consolidating redundant directives and eliminating
local directives where higher-level directives supercede these directives.

C.6.5.1.2.3  Tracking

The Service Provider shall develop and utilize a tracking and review system for
NSWCCD directives that enables the Service Provider to ascertain status of all
effective and canceled directives and to take action on directives which require
update or cancellation.

C.6.5.1.3  Records Management

C.6.5.1.3.1  General

The Service Provider shall manage the maintenance, preservation and disposition
of records (Directives, Instructions, and Correspondence) obtained from within the
Division in accordance with SECNAV 5213 series and the Records Management
Manual.

C.6.5.1.3.2  Maintenance of Records

The Service Provider shall provide records management for NSWCCD SSES.  The
Service Provider shall store, control, organize and maintain records for items in the
form of paper, microform, magnetic disks and tapes, compact discs and other media
as required.  The Service Provider shall determine temporary, permanent and
retention of records.  Additionally, the Service Provider shall also process such
records for transport to local National Archives.  The process of maintaining records
includes:
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? Keeping an inventory of records

? Analyzing inventory data to determine proper retention

? Establish retirement periods

? Prepare disposal guidance

? Keep local guidance current

C.6.5.1.4  Forms Management

The Service Provider shall review existing and proposed forms used throughout the
Division for compliance with SECNAV and OPNAV instructions.  Designing, converting
to and maintaining all forms in electronic format is essential.  The Service Provider
shall analyze forms to ensure proper format, control number, serialization and wording.
The Service Provider shall design/redesign forms in accordance with SECNAV and
OPNAV instructions when creating new forms, existing or proposed form designs
conflict with regulations or when forms appear confusing or unorganized.

C.6.5.1.5  Intranet Update for Directives Management

The Service Provider shall update the AO Intranet website as required to ensure all of
the most recent modifications to directives/forms management are available.  The
Service Provider shall utilize HyperText Markup Language (HTML) and File Transfer
Protocol (FTP) to transfer the information to the Intranet website.  All information must
be approved by the Designated Government Representative prior to releasing the
information onto the Intranet.  The Service Provider shall coordinate updates with the
Management Information Systems (MIS) Directorate.

C.6.5.1.6  Directives Library

C.6.5.1.6.1  General

NSWCCD SSES maintains a Directives Library within the AO operation.  Day to day
maintenance (filing and retrieval) is performed by an existing 8a Government
contractor.  However, the Service Provider shall ensure that all historical backup
files for all directives created, or modified are archived in the Directives Library.

C.6.5.1.6.2  Case Files Archive

The Service Provider shall maintain a hardcopy case file archive for all directives
generated, modified, or expired.  The Service Provider shall archive all
supplemental data (i.e. notes, files, emails, Fax’s, modification instructions, memos,
etc.) which relate to the particular directive that has been updated/modified.  All
case files shall be stored in accordance with the Records Management Manual
unless otherwise stated by the Designated Government Representative.  All case
files shall be stored with the proper label identifying the directive number and title on
the spine of the file.  The case files shall be created and maintained at the start of
each new directive received for modification and throughout the life of the
modification process.

C.6.5.2  ADMINISTRATIVE  OPERATIONS OFFICE NEWSLETTER

The Service Provider shall create, write, edit and electronically distribute a quarterly
newsletter for NSWCCD SSES.  The Service Provider shall present the completed
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newsletter to the Designated Government Representative for review and approval not
later than the last working day of the quarter.  Following approval by the Designated
Government Representative, the Service Provider shall distribute the newsletter by the
tenth day of the following month.  At a minimum, the newsletter shall contain the
following unless otherwise stated by the Designated Government Representative:

? Location and Hours of Operation of both the AO and Mail Processing Center (MPC)

? General Information on staff and services provided by AO

? AO information as prescribed by the Designated Government Representative

A sample of the newsletter can be found in Attachment C.6-9. - Sample Quarterly
Newsletter.

C.6.5.3  TELEPHONE DIRECTORY

Monthly, the Service Provider shall update the telephone directory of all the NSWCCD
employees and tenants at NSWCCD Headquarters and SSES.  Not later than monthly,
the Service Provider shall contact the various Departments and tenant Administrative
Officers throughout the Division to retrieve the most current employee listing in the
respective Departments/tenants.  The Service Provider shall collect and compile this
information in a format similar to the telephone directory found in Attachment C.6-10. -
Sample Telephone Directory.  At a minimum, the directory shall contain:

? Full name of individual

? Respective Department/Tenant name

? Telephone extension

? Fax number

The Service Provider shall receive release approval from the Designated Government
Representative before making the directory available for distribution to the respective
Departments/tenants.  The Service Provider shall have the updated directory available
at all times.

C.6.5.4  ADMINISTRATIVE/ SERVICE RELATED DUTIES

C.6.5.4.1  Customer Service

Upon request from the customer, the Service Provider shall provide customer support
in the following areas:

? Electronic retrieval of Directives

? Procurement of nonstandard Naval Directives

? Subject-matter research relating to Directives, Records and Form
Management

? Guidance on Directives, Records and Forms Management

The Service Provider shall respond to all support requests within one day of receiving
the request via email, telephone, fax or in person.
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ATTACHMENT C.6-1. - DIRECTIVES, PUBLICATIONS AND REGULATIONS



ATTACHMENT C.6-1
Administrative Operations

Directives, Publications and Regulations

Publication or Instruction 
Number

Publication or Instruction Title Mandatory / Advisory

SECNAVINST 5210.11D Standard Subject Identification Codes M

SECNAVINST 5212.5D Navy and Marine Corps Records Disposition Manual M

SECNAVINST 5213.10D DON Forms Management Program M

SECNAVINST 5214.2B
DON Information Requirements (Reports) Management 

Program
M

NSWCSSESINST 5215.2B Directives Management Program M

SECNAVINST 5215.1C Directives Issuance System M

SECNAVINST 5216.5D DON Correspondence Manual M

SECNAVINST 5218.7B Navy Official Mail Management Instruction M

SECNAVINST Navy File and Maintenance Procedures/Standards Subject M

NAVPUB 5870.1 Copyrighted Materials used in DON Publications M

NAVSO P-35 Publication and Printing Regulations M

NAVPUB 5604.35 Procurement of Classified Department Printing M

NAVPUBINST 5510.1C DON Information Security Program (ISP) Regulation M

OPNAVNOTE 5400 Standard Navy Distribution List M

OPNAVNOTE 5215 Navy Directives Consolidated Subject Index M

SECNAV 5603.2B Printed matter of official Ceremonies M

SECNAV 5510.30A Department  of the Navy personnel Security Program M

SECNAVINST 5510.36 DON Information Security Program Regulation (ISP) M

DOD 5220.22M Industrial Security Program M

C.6-1-1
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ATTACHMENT C.6-2. - CUSTOMERS/TENANTS SUPPORTED



ATTACHMENT C.6-2
Administrative Operations

Customers / Tenants Supported

NSWCCD SSES
Naval Surface Warfare Center, Carderock Division, Naval Ship Systems Engineering 
Station

NSWCCD Headquarters Naval Surface Warfare Center, Carderock Division, Headquarters and Detachments
ATRCD AEGIS Training and Readiness Center Detachment
BCO Base Communications Office
FECA Federal Employee Compensation Office
LIBMC League Island Branch Medical Clinic
NAVSHIPSO NAVSEA Shipbuilding Support Office
NFPS Navy Foundry and Propeller Shop
NNSD Norfolk Naval Shipyard Detachment
PSD Personnel Support Detachment

Customers / Tenants Supported

C.6-2-1
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ATTACHMENT C.6-3. - GOVERNMENT FURNISHED EQUIPMENT



ATTACHMENT C.6-3
Administrative Operations

Government-furnished Equipment

LOCATION DESCRIPTION MANUFACTURER MODEL NO. SERIAL NO. PROPERTY NO.
LEASED/ 
OWNED*

SHARE 
W/GOVT?**

BLDG 4/1 Fax Fujitsu Dex 440 HA777 333696615 UNKNOWN Yes

BLDG 4/1 Copier Xerox 230ST C1H014903 Leased Yes

BLDG 4/1 Windows 98 Microsoft

BLDG 4/1 Office 97 Microsoft

BLDG 4/1 Outlook Express Microsoft

**Govt representative will be in same space and will share equipment and will monitor service provider usage.

The government will provide basic office furniture and computer workstations to complete all tasks 
described for the Administrative Operations function.

Equipment

Software

*If not annotated, equipment is owned

C.6-3-1
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ATTACHMENT C.6-4. - PROJECTED WORKLOAD



ATTACHMENT C.6-4
Administrative Operations

Projected Workload

PWS Para Task Unit or measure Annually

C.6.5.1 Directives/Records/Forms Management

C.6.5.1.1 General

C.6.5.1.2 Directives Program Management
New or updated 

directive
51

C.6.5.1.3 Records Management monthly maintenance Recurring - 12 mo/yr

C.6.5.1.4 Forms Management New or updated form 50

C.6.5.1.5 Intranet Updates As required 126

C.6.5.1.6 Directives Library

C.6.5.1.6.2 Case Files Archive
New or updated 

directive
51

C.6.5.2 Administrative Operations Office Newsletter quarterly newsletter 4

C.6.5.3 Telephone Directory monthly updates 12

C.6.5.4 Administrative/Service Related Duties

C.6.5.4.1 Customer Service service calls approximately 100 service calls

C.6-4-1
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ATTACHMENT C.6-5. - PERFORMANCE REQUIREMENTS SUMMARY



ATTACHMENT C.6-5
Performance Requirements Summary

Administrative Operations

PWS Para Contract Requirement Work Requirement Standard AQL
Weight of 
line item

quality 98

timeliness 98

quality 98

timeliness 98

quality 98

timeliness 98

quality 98

timeliness 98

quality 98

timeliness 98

quality 98

timeliness 98

quality 98

timeliness 100

quality 95

timeliness 100

quality 99

timeliness 99
C.6.5.4

C.6.5.2

C.6.5.3

Administrative Service Related Duties

Administrative Operations Office Newsletter

Maintain a directives library

5%

5%

5%

Create, maintain and archive file upon creation / modification of directives 

Monthly, obtain most current employee information and update the telephone 
directory as described in the PWS 

Provide customer support relating to AO as requested and pursuant to the 
PWS

C.6.5.1.5 Intranet Updates

Case Files Archive

Directives LibraryC.6.5.1.6

C.6.5.1.6.2

85%

Telephone Directory

Directives Program Management
Analyze new/old, review, and track all issued and proposed directives, 
instructions, or notices 

Directives/Records/Forms Management

Create, write, edit and distribute a quarterly AO newsletter 

Update the AO Intranet website on a monthly basis unless otherwise directed 
by the Government Representative

Review existing and proposed forms used throughout the Division for 
compliance with SECNAV and OPNAV instructions.

Maintain, preserve, and dispose of records pursuant to governing directives 

C.6.5.1.4

C.6.5.1

C.6.5.1.3

C.6.5.1.2

Records Management

Forms Management

C.6-5-1
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ATTACHMENT C.6-6. - NOT USED



ATTACHMENT C.6-6
Not Used

Not used
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ATTACHMENT C.6-7. - REPORTS AND SUBMITTALS



ATTACHMENT C.6-7
Administrative Operations

Reports and Submittals

PWS Paragraph Report  Title Format Required Date Frequency Distribution Remarks

C.6.5.1
Revised/Final updates to notices, directives, 
instructions, forms

Written/Electronic As Specified As required Govt Rep

C.6.5.1.5 Intranet Update Electronic Not specified Monthly Govt Rep

C.6.5.2 Quarterly Administrative Operations Newsletter Written/Electronic
NLT last working 

day of each quarter
Quarterly Govt Rep

C.6.5.3 Updated Telephone Directory Electronic Not specified Monthly Govt Rep

C.6-7-1
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ATTACHMENT C.6-8. - DEFINITIONS, ABBREVIATIONS AND ACRONYMS



ATTACHMENT C.6-8
Administrative Operations

Definitions, Abbreviations and Acronyms

DD 282 Printing Requisitions forms
Form Defined as a fixed arrangement of captioned spaces designed for entering and 

extracting prescribed information.
Forms Management Ensuring that forms provide needed information effectively, efficiently, and 

economically. 
Instruction An instruction contains authority or information having continuing reference value, or 

requiring continuing action.  An instruction remains in effect until superceded or 
otherwise cancelled by the Commanding Officer.

Records Management Planning, controlling, directing, organizing, training, promoting, and other managerial 
functions related to records creation, maintenance and use, preservation, and 
disposition.

ADP Automated Data Processing
HTML Hyper Text Markup  Language
MPC Mail Processing Center
AO Administrative Operations
FTP File Transfer Protocol
MIS Management Information Systems

Definitions

Abbreviations and Acronyms
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ATTACHMENT C.6-9. - SAMPLE QUARTERLY NEWSLETTER
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ATTACHMENT C.6-10. - SAMPLE TELEPHONE DIRECTORY




